Job Description
SkillsUSA State Financial Administrator
The State Financial Administrator provides leadership, supervision, and oversight of the SkillsUSA finances in the State of Utah as an independent contractor.  Duties include:

Administration
Provide financial services for the SkillsUSA organization on a daily basis within Career and Technical Education Policies.  
Conference Coordination and Development
Work closely with the state specialists in planning, organizing, preparing for and conducting all state conferences.  Make arrangements for the National Leadership Conference travel, housing, registration, etc.  Organize, coordinate and supervise the SkillsUSA state organization delegation at the National Leadership Conference.  Plan, organize and conduct the organization’s state officers to the National Fall Leadership Conference.

Plan, organize and conduct the state organization Fall Leadership Conference, State Leadership Conference and related activities.  These include arrangements for conference location, meal functions, materials development for all competitive events, verification of membership eligibility, speakers, and  judges.  Assist with the planning and development of the Utah State Career and Technical Education Leadership Training Institute for state officers. 

Fiscal Management
Coordinate with the financial administrator in the operation of the organization financial accounts within the Utah State Board of Education Financial Standards for Career and Technical Education Leadership Organizations, R277-914.  Submit office and travel expense vouchers in accordance with the Utah State Board of Education Financial Standards for Career and Technical Education Leadership Organizations, R277-914.

Publications
Coordinate with the appropriate Utah State Office of Education specialist in preparing and disseminating all publications and the operation of the organization’s web site.

Membership Services
Solicit membership from school districts, ATCs, and post-secondary institutions in the state.  Prepare membership information required by the national and state leadership organizations and return a copy to the local affiliated chapter.

